STEPBY STEP GUIDE

How to pay an invoice and download evidence

of payment

Step 01: Home screen

From the Dental Council website (any page):

© Click the ‘LOG IN' tab on the banner (top right of
the page).

Step 02: Loginscreen

@ Login to the practitioner portal using your email
address and password.

® |If you have forgotten your password, click
‘Forgotten your password?’ and follow the steps
for Reset the password for your practitioner portal.

Step 03: Dashboard tiles

@ Click 'Invoices' tile from the practitioner dashboard.
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Welcome (®) updates

The Dental Council is a regulatory authority created by the Health Practitioners Competence Assurance
Act 2003. We ensure oral health practitioners meet and maintain our standards in order to protect the
health and safety of the New Zealand public

The oral health practitioners we regulate are dentists, dental specialists, dental therapists, dental
hygienists, oral health therapists, clinical dental technicians, dental technicians, and orthodontic
auxiliaries.
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@ Practitioner portal

Login

From here you can access our online services.

- |

Password

Login I Forgotten your password? I Want to apply for registration?

b

Thisis your i i pdate your details or

Change my details
Complete registration application forms. Update your name, address or contact
detals.

Certificates Practice standards

questionnaires
make payments and

Complete your practice standards
questionnaire.
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http://www.dcnz.org.nz
http://www.dcnz.org.nz/assets/Uploads/Online-services/DCNZ-Guide-2-Setting-or-resetting-your-password.pdf

® Wwelcome

Step 04: Select unpaid invoice

YYour invoice records are all located here.

Invoices

Any unpaid invoices will appear on your ‘In progress’
list of invoices. nprogress

q INV/678

@ Select the invoice you wish to pay. Completed

INV/456 B
INV/123 @

eeeeee

. . . . . . Invoice details
@® The invoice will open. Review your invoice and =

click 'Pay now'. You will be directed to the payment pesirien et B
gateway where you can make your online e
payment.
Total inc GST L
— =

Step 06: Download aninvoice
as evidence of payment

Change my details

Complete registration application forms. Update your name, address or contact
details.

©® To download a PDF copy of paid invoices as
evidence of payment, click on the ‘Invoices’ tile of

the dashboard. Invoices Certificates Practice standards

questionnaires

Access your invoices, make payments and
q download receipts.

Removal of exclusion

Apply to have exclusions removed from your
scope of practics
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Step 07: Select aninvoice

YYour invoice records are all located here.

Invoices

Invoices you have paid will appear on your
‘Completed’ list of invoices. nprogress

INV/678

Completed

INV/456 B

L
INV/123 o » B

@ Click the file symbol of the invoice you would like
to view.

® Click the blue link from the drop down menu to
download your invoice.

Once downloaded, you can save or print your invoice.
2 Joe Bloggs - dental.council.tax.invoice.pdf (51.4KB)
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